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Introduction to the Campaign Electronic Reporting System

What is the Campaign Electronic Reporting System (CERS)?

Online reporting in CERS is required for@hdidates and committee§l3-37-225, MCA) CERS
is a useiffriendly system that helps candidates and committees disclose and répgorhoney
they receive and speni support oroppose candidates and ballot issues.

Montana's campaign finance laws ensure that the public can engage with a transparent
reporting of money in electiondgEach campaign finance report filed in CERS is publicly available
and searchable (data ot public until the report is filed). Candidates and committees ensure

transparency i n Montana' s deguredccanpaign finanger ocesses
reports. Campaign finance reports are reviewed by the Office of Political Pradtiegs-(
121[1], MCA.

COPP Compliance Specialists are availabtgrhglduring work hours (8:00 a.m. to 5:00 p.m.,
Monday-Friday) to provide cangign finance reporting support to candidates and committees.

Who must use CERS to register and for campaign finance reporting?

Online reporting in CERSésjuired for all political committees, unless the COPP has granted a
waiver. To begin, all commées mustreate a CERS account (or use a previous CERS account) to
file a Statement oOrganization

This same&ER&ccount will be used to entdr h e ¢ 0 mmaingaignefieahce reorts.
Creating a CERS account and filing a Statemedtgsnizatioris detailed below in Part 1.
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Partl: File a Statemenif Organizatiorin CERS

A Statement of Organization must be filed by all political committees who participate in Montana

elections by mking expenditures or receiving contributidns

A Statement of Organization must be filed within five days once either of these events occur: a

commi ttee’s campaign treasurer i s ap eandidatgore d

ballot issuas made.

A committee files a Statement of Organization through the CERS system.

Step 1:Accesshe CERS System

CONTRIBUTION LIMITS BALLOT COLLECTION
A

ACBESS BEHS TO ENTERS

T\ AT AN N T

AND VIEW CAMPAIGNG

Access CERS through the COPP's homepage

What is ePass®ew users should note that the Campaign Electronic Reporting SyStERLS) is

a standalone system that is directly administered by the Office of Political Practices. To access
CERS, you must log in via ePass Montana. ePass is a State of Montana application that is not

unique to the COPP but is used as a portal to access a varsptewide resources. While
users must use ePass to log into CERS, the two systems are different. Whereas CERS is
administered directly by the COPP, ePass is not.

Each ommittee mustlog into theirePass account to access CHRSaccess the CERS system:

1. Vi si t t he QORMRIticalpracgchbssrit.dan the homepage, click the red

Access CERfatton above theContact Usnformation on the right side.

1 A political committee is formed when a combination of two or more individuals or a person other than an

individual makes an election communication, an electioneering communication, or an independent expenditure of

$250 or less of reportable election adtix
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2. From the CERS dashboard, selectSgn In(with arrow)icon. This will take you to the
ePass Montana login
3. Access CERS via ePass:

1 Ifthe committeealready haan active ePass Montana accougbu may log in
using that username and password

1 Ifthe committee doesot already have an asté ePass account oannot
remember your login informatiorglick the Loginbutton. From theregPass
gives you the option to create a new account (SeeNbk& User section on the
ePass home pageeference the screenshielow onpage 3).

1 If you have touble accessing your ePass account, or do hot remember your
account’s username or password, you can
through ePass itsell.he COPP cannot assist you with resetting an ePass
account username or password or retrieving an exigfiusername or
password you have forgotten.

Username:

Create an ePass Montana account by selecting the button
below:

Create an Account

Password:

Forgot your username or password?

Home

4. After you successfully login via ePass, you will automatically be redirected hihek to
CERS8ashboardIf you are experiencing difficulty logging in to ePass or are not re
directed to the CER$&shboard after loggin in to ePass, please contact the COPP for
assistance.

TIP:Make sure to store your ePass username information in a secure place and wher
can reference it. You must log into ePass each time you access CERS to file a camp
finance form.
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Step 2Determineif Your CommitteeNameAlreadyExists in CERB Needed,RegisterName

Before youcanadd a newcommitteeregistration, the CERS systeaquiresyou search fothe
committe€ s eainacase thecommitteealready createca committeeCERS account.

Note: Political committees must choose a hame that identifies themselves in a W
that represents their economic, special interests, or employer. For legal
requirements, sed.3-37-210, MCA

To searchnavigate to the search option either by using the vertical tool bar beneatD#mhboard
(upper left), or clicisearch Committeérom the CERS homepage.

1. Fill outthe CommitteeName, Committee Type
2. Then, click th&SearchCommittee button.

Welcome to the Campaign Electronic Reporting System  » vou areno

T Search

Committee Name |Your committee name Committee Type - Please Select - hd

Committee Search

Election Year

How to Search CERS

3. Ifthe committeepreviouslyregisteredin the CERS systdor aprior election yeay select
that committee by clicking the box to the left tfie prior registrationprofile, and select the
Add New Registratioricon. Continue to Step 8on pageb).

4. IfthecommitteS Q& y I YS Rfér $1id curtet ¥lé&ctiodzyehrthat means that the
committeehas already registered in the CERS system forcilnaent election yearlf this is
the caseplease contact the CORR44-2942)for assistanceaccessing thexistingaccount
insteadof creating a second prod.

5. If thecommitteS ame doesiot come upfrom a searchclickAdd New Registrationio add
a newG2 registration for thatcommittee for therelevantelection year Continue to Step 3
(on pageb).
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Step 3Enterin YourCommitteeCampaigninformation

1. Fill out all information in th&€€ommittee Informationsection

a. Enter in the committee name,

b. Mailing and physical address,

c. Committee type,

d. Note whether thecommittee is incorporated, and

e. The election year the committee will be conducting political activity for.

2. Fill out all information in th&€ommittee Treasurer Informatior Local Government
Authorized Signing Authoritgection.

a. A treasurer must be appointed and certified on the Statemer®@afanizatiorform.

b. Treasurers are responsible foepbsitinganddisbursing funds and keeping accurate
accounts The treasurer and deputy treasurer are th@yopeopleauthorized to make
depasits or draw checks on the campaign account

3. If relevant to your committee, fill out thBeputy Treasurer Informatiorsection. Not all
committees will have a Deputy Treasurer. You will need to select the pidaléutton (per

each deputy treasurefenteri N t he deputy treasWBubait’ s i nf or ma
4. Fill out information in theCommittee Account Informatiorsectionf or t he commi tt ee’
information.

5. Additional Officer Information:If preferred other committee officer such ggesident, vice
president, CEO, etanay be listed.

6. Add in relevant information in thBurpose of Committee and/or Name(s) of Candidate(s) or
Ballot Issue(syection.

a. Lst the namds) of all candidates or ballot issuése committeespecifically supports, or
otherwise clarify why the committee was formally organifseeARM 44.11.20%or
further detail).

b. List the commit t stedcemmfteesssue/pupose (Educatior,a ¢c h |
Modify, Monitor, Oppose, Other, Support), and

c. Identify the status for each issue/purpose (1. Not applicable, 2. Not on ballot, 3. On
ballot, 4. On ballot, approved, 5. On ballot, defeated, 6. Support)

7. When all ommittee information is entered, sele@aveat the bottom of the page.
8. Verify allcommitteeinformation is correct. If you need to make edits, click HEukt
Information button, update info, and then clicRave.
9. Certify all information is true by clickirige Certificationbox at the bottom of the page.
10. SelectSubmit and File
11. You will now receive an email verifying your successful filing to the email address you
provided
12. You will now be able to navigate back to y@iiERS homepagErom this page, you can:
a. View the commi (View Regisgtrationd gi st rati on
b. Amendt he commi t t e @mend Regsyratieny r at i on
c. View, create, and update or amend campaign finance regy{sglectFinance
Reportg.

Committee and Treasurer Guide to CERS


http://www.mtrules.org/gateway/RuleNo.asp?RN=44%2E11%2E203
https://cers-ext.mt.gov/CampaignTracker

Step4: How to Updatea Statement of Organization

If anyof the information ina o0 mmi tSatenent ef Organizationchanges, theommittee
must file an amended form providing the new information within five days dftecchange is
occurs(13-37-204, MCA 44.11.303(2), ARM

A ¢ o mmi -2regesteatioeamust be updated in CERS if any of the below information changes:

1 Committee contact information (e.g. address, phone numbers, email, etc.)
1 Treasurer ad deputy treasurer information

T Purpose of committegor

1 Bank information

Toamend & o mmi t L mavigate taie CERS homepagandlogin via ePass Montana

1. Then,check the boxiextto thec o mmi tnamete sekect their current registratigrand
2. QickAmend Registration.

QMdNewRegisn'aﬁm fiew Registration # Amend Registration [ Finance Reports

3. Edit and amend the relevant information in theo mmi tStatereeht ®fOrganization.
4. Then, beck and certify that the registration information is true, complete, and correct, and
then selectSubmit and Filéo save the updates.
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Part2: Createa Campaign Finance Report

Selecthe Campaign Finance Report Typd (G6, G7, and C7B

Once logged into CERS, committees can easily file campaign financial reports. Gladetse
My Accountsbutton on theWelcomepage (see below).

c 5 5 KatiesTestTes...

H Campaign Electronic Reporting System Sign Oue & | |88 slestles-
@ Dashboard A Welcome & ePass Home W Version
@ Candidate hd

Welcome to the Campaign Electronic Reporting System Dashboard » vou are nowlogged in.
[ Commitee ~

9 Gtate of Montana v ~ CERS for Candidates and Committees

Online reporting in CERS is required for all candidates and committees. CERS is a user-friendly system that aids in tracking things like total-to-date,
contribution limits, and other required reporting information. Montana's campaign finance laws ensure that the public can engage with a
transparent reporting of money in elections. Candidates and committees ensure transparency in Montana's democratic processes by periodically
filing legally-required campaign finance information as campaign finance reports. It is the candidate's and committee's responsibility and obligation
to understand and comply with all Montana campaign finance laws.

If at any time you need assistance, feel free te contact the Office of Political Practices. The office can be reached at (406) 444-2042 or at
cpphelp@mt.gov. Reporting calendars and other helpful informaticn is available on the website at www.politicalpractices.mt.gov.

Good luck with your campaigns!

TIP: Don't use your browser "back’ or ‘forward’ buttons to move among pages. Use the buttons you will find within the service to ensure the process
completes properly.

TIP: CERS will perform best in Google Chrome, Firefox, or Edge browsers, Safari is preferred for Mac users. Internet Explorer does not function as
highly and should be avoided when using CERS.

Contribution Search | - please Select - v

Expenditure Search | - please Select - v

CERS TIPS:

1 A new campaign finance report cannot be created if a prior report has a status of
“Pending

1 Finance reports can be amended at any time after they have been successfully fi
(See Part 9 for details on amending reports).

1 Campaign finance data can be entered at any time. Data is not public until a repd
has been filed.

Next,select the committee accourity checking the box next to thelevant election year and seleitte
Fnance Reportdutton.

© Add New Registration # Amend Registration [ Finance Reports
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From the following page, select the relevant campaign finance report to/dd ew @, Add
New C6, Add NewC7, or Add New C7E

1 G4 Incidental Political Committee Finance Repoiricidental committees file form
C4s to disclose all contributions received and expenditures made during a specific
timeframe. Each county, municipal, and school district incidental committee is
required to file periodic € reports if contributions are received or expenditures
made that exceed $500 combin€t3-37-226, MCA\

1 C6 Political Committee Finance Repoform @6 is the finance report that must be
filed by political party, ballot issuand independent (PAC) committees. Thé C
details all contributions received and expenditures made by the committee during a
certain time period13-37-226, MCA

1 CG7 Notice of PreElection ContributionsEvery political committee must file a Form
G7 if the committee receives $500 or more from a single source between the 26th
day of the month before an election and the date of the electibms applies for
both primary and general elections. A ForaT @ust be filed within 2 business days
after receipt of the contribution{13-37-226, MCA.

9 CG7E Notice of Préelection ExpendituresEvery political committee that makes an
expenditure or incurs a debt or obligation of $500 or more for election material
between the 17th day before the election and the day of the election3®&225(1)
and 1337-226, MCA) must file aTE. This applies for both primary and general
elections. Form CE must be filed within two business days after making the
expenditure or incurring the del{iLl3-37-226, MCA

After creating a new finance reporselect the date rang#he report will cover usinghe
dropdown calendar optioifsee image below)

Reporting Period *From [01/01/2020 | arel03/25/2020 (= Status: New
L March 2020 >
Contributions Expenditures Debrs Payments Summary File su Mo Tu We Th Fr Sa
2 3 4 5 8 7
ndividuals Committes Fundraiser Refunds, Etc Loan Help o, e am
g & 10 11 12 13 14
15 16 1 18 19 20 21
Entity Election Type Occupation Employer Date 2 3 4 2627 28 0 ind Total to Date
28 30 ¥ Description
Add # Edit [il Delete Page of 0] |2 [ #]5 v No records to view
B Save ease Se ect

This time period must mirror the reporting periods as definedonGh@ PP’ s r epThe t i ng p
time period covered by the report includep to the fifth day before the due date of the
appropriatereport. All accounts must be current up to the fifth day before the report due date.
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Navigae Tab Options in CERS (Egntributions, ExpenditureFile, etc.)

Campaign finance informatiois entered intothe CERS systelmy committeesor treasurersviathe
following tabs(The functions and purposes adiehtab are detailed in Part)3

Repor

ng Period *From

Contributions

ndniauals

B save pload - Please Select -

[k

*To |03/25/2020 | f8 Status: New

Expenditures Debrs Payments Summary File Help

Committes Fundraiser Refunds, Etc Loan Help

Election Type = Occupation Employer Date Cash/Che In-Kind Value In-Kind Total to Date
ck Description

Edit Delete Page of 0 2 1&]5 v Mo records to view

1. Contributions

A contribution is defined as a “ .distri
or oppose a candi dl&1-1919 MCAwrddll debnition). Ifam u e ”
individual, political committee, or other entity provides your committee with money

or goods or services of value for free or at a reduced rate that are meant to support or
oppose a candidate or ballot issue, that woblel considered a contribution. Use the
Contributions tab to report contributions received from 1) individuals, 2) committees,

3) fundraisers, 4) refunds, rebates, earned interest, etc., and 5) loans.

Inthe Contributionstab, report:individual contributbns, committee contributions,
fundraiser contributions, refunds, etc., and loans.

*Arny items or services of monetary value received by a committee for free or at
reduced charge would constitute amkind contribution. For example, ikind
contributions @n come in the form of services from a vendor that would usually come
with a higher charggvherethe committee receives a reduced price. The difference
between the normal rate and the reduced rat®uld qualify agn inkind

contribution. Goods, items, oservices of definable monetary value rendered to the
committee at no charge would also quali®l in-kind contributions must include a
description of the specific items or services received byctiramittee See

44.11.403(1) ARNbr more details.
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2. Expenditures (Expenses)
By law (3-1-101 (B) (@, MCA, an expenditure is defined :
distribution, loan, advance, promise, pledge, or gift of monegmything of value
made by acandidate or plitical committee to support or opposecandidateor ballot
issue or used ofintended for use in making independent expenditures or in producing
electioneering communicatiorisThere are a few exceptions thab shot need to be
reported; referencel3-1-101 (18) (b), MCA

To add expenditure details to areasmpairgn f
“I'ndependent Expenditures” subtab of the *“
icon of the “Add” button to add a new expe

Anindependent expenditureis an expenditure for an election communication to
support or oppose a candidate or k#lissue made at any time that is not
coordinated* with the candidate or ballot issue committee3{1-101(24) MCR
Disclose Independent gendituresusingthe Independenttab. hdependent
expenditures mustlisclosehe name of the candidafe) or ballot issu€s) the activity
was intended to support.

Option to add an addendumCERS has a XBbaracter limit per line. If an

expenditure require more characters, an addendum must be filed with the campaign
finance report. To include an addendum in your campaign finance report, this
information is required:

1. First, in CERS, note in thaescription of Expensdéine® See addendum" a
include a bief description of the expenditure. For example, "See addendum,
$150 Facebook ads."

2. Then, email cppcompliance@mt.gov

- Email subject: Identify that you are sending an addendum and the report it
accompanies by identifying the dates the report covers.

- In the email, identify the line item the addendum links to. For example,
"$150 Facebook expenditure details."

- Include the missing information either in the email body or as an
attachment.

3. Debts
A committee must report details for each person or entdywhom the committee
owes a debt or financial obligation. Debt details must include the same level of detail
as a reported expenditure. This includes: the amount, the date the debt or obligation
was contracted, and specific purpose of the debt or contdaibligation. If the exact
amount is unknown at the time of filing, the estimated debt amount must be reported
(see44.11.506 ARM
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4. Payments
Acommitteemust report information aboutllp ay ment s made on t he
outstanding debts or loans in tHeaymentstab. In this tab, previously reported debts
or loans can be selected to record payments.

5. Summary
TheSummarytab keeps a running total of monegaeived and spent by the campaign
during the current reporting period. The summary details tbenmittee” s b a n k
balance at the start of the reporting period, all reported contributions received by the
campaign, total campaign expenses, and the ending batdnce for both the primary
and general election accounts.

6. File
The Filetab is where the final steps of filing a campaign finance report are completed.
To file a report, check the box to certify that all information is correct, and then click
the t“iGegyr and File” button.

7. Help

Help tabs are available at both the main tab and subtab levels. Reference these for tab
overviews, tips, and links to resources and Montana campaign finance law.
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Part3: Add Contributions

Types ofContributions

Committees can receive contributiomg loans, fundraises or other mass collection evenfsom

other committees (political committees, political action committees (PACs), and political party
committees) or from individual contributors All these contributions are reported under the
Contributionstab. Alsorefunds, rebates, or other indirect contributions received by the committee
arealsoreported under theContributionstab.

Contributions Expenditures Debrs Payments Summary File Help
ndividuals Committes Fundraiser Refunds, Etc Loan Help
Entity Election Type Occupation Employer Date Cash/Che In-Kind Value In-Kind Total to Date
ck Description
Add ¢ Edit [ii] Delete Page of 0 (2 )(2])|5 v No records to view
Save [ © Exit Il @ Upload [EEEIRY I 10T s

Enter contributions based on the relevatbntributionssubtab:

1. IndividualContributions
Contributions received from indivlindivideal s must
contribution details must include whether the contribution is designdtadhe primary or
general election, the date the contribution was received, information about the individual
(name, address, employer and occupation are all required for individuals who contribute
$35 or more), and whether it was a monetary oikind cortribution. All inkind
contributions must include a description of the specific items or services received by the

committee.
9 TIP* Consultant?” is too vague when detailin
specific. Instead, enter the specific type of consulta: “ Mar ket i ng consu
“media consultant,” “political/ecctrategy ¢c

1 Allinkind contributions must include a description of the specific items or services
received by the campaign.

1 There is no limit on the amounhat an individual can contribute to a political
committee.

1 Corporations and unions can make independent expenditures related to a candidate.
They are prohibited from making direct,-kind, or coordinated contributions to a
candidate. Earmarked contribotis by a corporation or union to a person as a
contribution designated for a (alitcali dat e’
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committees who receive funds from corporations or unions should be aware of the
prohibition on using those funds to make cobtitions to candidates, and should only
use the funds for independent expenditures.

1 Committeesmayreceive contributions from businessesother corporate entitiesbut
thosecontributions cannot be earmarked for specific candidates. Contributions
received as a check from business accounts must be recorded in the name @ftihe
actually making the contribution. Accepting a contribution from a business requires the
business to file as an incidental committegh the COPP. If the entity making the
contribution wishes to avoid registering as an incidental committee and filing the
relevant reports with the COPour committee should encouragaonors to
contribute usingpersonal checks.

1 Anonymous contributionsand contributions from foreign nationals are illegal3-37-

217, MCA.

2. Committee Contributions
Contributions received fromp o | i t i c al committee must be ente
Committee contribution details must include: whether the contribution is designated for the
primary or general election, the date the contribution was received, information about the
committee (ommittee type, committee name, and the committee address), and whether
the contribution was a monetary or-kind contribution. All irkkind contributions must
include a description of the specific items or services received by the committee.

Committee contribution limits apply and aggregate contributions are tracked and displayed
in CERS.

3. FundraiseContributions
Contributionsfrom fundraiser eventsf $35 or less received at mass collection events (pass
the-hat event, selling campaigrshirts, raffle tickets, an auction, et@ajereported in the
“Fundr a{46ld.406 Rha b
1 Each individual fundraising event held by the committee should be reported separately
as its own event. For example, if you held a fundraising dinner that also had a silent
auction and a pasthe-hat activity, that represents three required reparj activities
(dinner, siHewehataucti on, pass
1 A committee is required to maintain identifying information for all contributors,
regardless of the contribution amount. This is becaaisenymous contributions are
illegal This also ensures thatah individual contributes $35 in the aggregate or more
(e.g. an individual contributes $20 and then pays $25 for a fundraiser entrance fee,
thus passing the $35 reporting threshold), their contributions can be correctly reported
once they pass the $35 tbshold. Any individual contribution of $35 or more must be
reported under the “Contributions” tab’'s ¢

4. Refunds, Etc.
The “Refunds, etc.” tab is where refunds, re
by the committee arerepogd. An exampl e would be interest
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bank account, rebates given to a committee for bills already paid to vendors, or refunds
given to a committee for services the committee reported paying for but were not actually
provided, so theanoney was returned to the committee by the vendor.

5. Loans
By definition, any loan to a campaign is a contributothe extent that it remains
outstanding(ARM, 44.11.40randall contribution limits apply. Any loan (regardless of its
amount) made to theeommitteeduring the current reporting period is reported in the
Loanssulxab, even if the loan is repaid during the same reporting perfod; repayment
foraloanisreprt ed in the “Debt/ Loan Payments” tab.
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Add a New Contribution

To add ircontributioninformation, open the relevanContributionssubtab (ndividuals,
Committee, Fundraiser, Refunds, etc., Loanand select the purplédd button. Contribution
information can also bedited anddeletedin the subtabs.

Add

Edit

Delets

All contribution types will be redirected to a screen withEmtity Searcrand aRow Detailgab (see
image below).

ndividuals, businesses, and committee entries).

Entity Type

| Search All Committees

TIP: Use the Entity Search tab to quickly add in and auto-populate details

for entities that have already been entered in the CERS system (e.g. for

Entity or Last Name

First Nama

middle Initia

TheEntity Searchab is a great way to streamline entering in contribution data. This tab gives users the
option to autopopulatepreviously entered contributor information. If an individual or entity has

already been entered into CERS, this search option allows the information to be pulled up and does not
require a manual entry.

To search for an individual or entity to identify theas the source of a contribution:

1.
2.
3.

Select theEntity Type(Bank, Business, or Individual).
Enter in the entity
Make sure to select th8earch All Campaigrisx to search data beyond the data your

committeehas entered in CERSee seenshot above)

Select theSearchbutton to see if the entity or individual already exists in the system.

ft he correct information is in the “Entity
the relevant entity, and hiBelect.You will then beedirected automatically to th&kow

Detailsscreenlfn o “ Ent i

ty

or i ndi vidual S name.

S e ar c RredieeNew Hntitye imanaalyp e a r

enter the information. Once the information is entered, cl®kbmit The next screen

redirects to theRow Detailsscreen.
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TheRow Detailgab is where users enter specific and identifying information almmrhmittee
contributions.

1. Sel ect t he todesignatawhichreleclion the contribution will support
(Primary or Genergl

2. Thedate the contribution was receivefthe date the contribution was received by
the committeemust be usedNOTthe datethe contributionswas deposited into
the committeeaccount)

3. Enter hformationto identify the contributor source (e.g. theontributor name,
addresspccupation and emplar for individual contributionsthe committee name
and address for committee contributions).

4. Anin-kind contribution means the furnishing of services, property, or rights without
charge or at a charge which is less than fair market valdel {.702, ARM
Examples of ikind contributions are donated goods, the discounted or free use of
office space, items or services sold to the committee for less than fair market value,
etc. Frequently, inkind contributions come in the form of services for which charges
usually are made but which are rendered to tmmmitteefree of charge or ata
discounted amount. If something is sold to tbemmitteeat less than fair market
value, the differemce must be recorded as ankmd contribution. A detailed
description is required for all kind contributions

5. Theln-Kind Descriptiorsection mustdescribe than-kind contribution the
committee has reported receiving and must detailed enougtio distinguish
between items or services that may be similar in nature.

Once all contribution details have beenteredin the Row Detailssection, select th&ubmit
button, and then select the bluBavebutton.

TheSavebutton must be selected after every entrgr the CERS system may override that entry
or duplicatethe entity for each subsequent entry you make.
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lllegal Contributionand Requirements for Specific Contribution Types

1. Anonymous contibutions are illegal in Montang13-37-217, MCA. All contributions are
required to have a source. Detailed information@ntributors of less than the reportable
threshold amount of $35 are not required to be disclosed on reporting fohmsever, CERS is
a very useful system and can cumulatively track contributions. Regardless, campaign records
must always maintaintheamout t he contri butor’”™s informati on
amount. Contributions must be refused when the source is not known or when the person
offering money wishes to not be known.

2. Contributions from foreign nationals are prohibited=ederal lawprohibits foreign nationals
from making contributions in connection to any state, local, or federal election. Contributions
cannot be made directly, or through any other person. Further, no person may solicit, accept, or
receive such a contribution. If ypagommitteereceives a check with a foreign address, it could
be that of a US citizen that is oversees for military purposes, etccdrenittee should note
that on the report so that COPP staff knows that yoommitteeresearched the contribution to
ensue that is not from a foreign national.

3. Money laundering:Use of an intermediary to pass funds along from a third party as a means of
concealing the identity of the true donor is illegalcé@mmitteemay not knowingly accept a
contribution in a name othethan that of the person who is the actual contributd3(37-217,

MCA.

4. Requirements for corporate and union contribution®olitical conmittees who receive funds
from corporations or unionmustbe aware of the prohibition on using these funds to make
contributions to candidates, and should only use the funds for independent expend{iLes
35227, MCA

5. Business contributionsCommittees may receive contributions from businesses or other
corporate entities, but those contributions cannot be earmarked for specific candidates.
Contributions received as a check from business accounts must be recorded in the name of the
entity actudly making the contribution.

Accepting a contribution from a business requires the business to file as an incidental
committee with the COPP. If the entity making the contribution wishes to avoid registering as an
incidental committee and filing the relant reports with the COPP, your committee should
encourage donors to contribute using personal checks.
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Part4: Add Expenditures

All committee expenditures must be entered in tBependituressubtabs.

All money spent by a committee must be ableoknown in an audit. This means that expenses must
be paid by check, debit card, wire transfer or other electronic means that clearly identify the person or
entity who received payment from the committee account and the payment date. Expenditures must

be reported at the time they are incurred.

Details about expenditure requirements are availabléatl1.502(5ARM andL3-37-229 MCA.
Committees must disclose expenditures under:

1. TheExpendituressubtab, or
2. TheIndependent Expendituresubtab.

Contributicns Expenditures Debts Payments Summary

Expenditures Independent Expenditures | Help

Election
Type Expense

Entity Description of Election Re

o £
Bering u

Add Edit Delete Page

File

Platform

Quantity Subject Corp Date Amount

Matter Funds

No records to view

IndependentExpenditures

An expenditure for an election communication to support or oppose a candidate or ballot issue
made at any time that is not coordinated* with the candidate or ballot issue commiftg€

101(25) MCA In addition to the expenditure details listed above, independent expenditures must
also report the name of the candidd& or ballot issués) the activity was intended to support.
Seed4.11.602, ARNor the full definition of a coordinated expenditure.

As defined by14.11.502 (8)ARM, independent expenditures:

(a) Shall be reported in accordance with the procedures for reporting othgrenditures;
(b) a person making an independent expenditure shall report the name of the candidate
or committee the independent expenditure was intended to benefit, and the fact the

expenditure was independent; and

(c) the candidate or political committee benefiting from the independent expenditure
does not have to report the expenditure.
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To add in amxpenditureor an independent expenditureselect theExpendituregtab.

Contributicns Expenditures Debts Payments Summary File Help

Expenditures | | Independent Expenditures | Help

Entity Election Description of Election Re Platform Quantity Subject Corp Date Amount
Type Expense eering fu Matter Funds
Add ¢ Edit [i] Delete Page of 0 > B |5 v Mo records to view

In the subtabs, lick whether to add afexpenditureor anindependent Expenditure Then,click the
purple Add button. Expenditure information can also kbédited anddeletedin this subtab.

Add ¢ Edit fu] Delets

Once the purpléddd button has been selected, the below screen will appear. Within the screen, there
are two tab optionsRow Detailsand Entity Search

TIP: Use the Entity Search tab to quickly a

ndividuals, businesses, and committee entries).

in and auto-populate details for entities that have already been entered in the CERS system (e.g. for

~ Report Period

From Date: 01/01/2020

o
[w)
T

~ Report Detail Entry

Entity Type

m
)
LA
T
T
-
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TheEntity Searchtab is a great way to streamline entering in expenditure data. This tab gives users the
option to autopopulate previously entered expenditure information. If an individual or entity has
already been entered into CERS, this search option allowisfirenation to be pulled up and does not

require a manual entry.

ndividuals, businesses, and committee entries),

Entity Type | - Please Select - v Entity or Last Name

v| Search All Campaigns First Mame

Middle Initial

TIP: Use the Entity Search tab to quickly add in and auto-populate details for entities that have already been entered in the CERS system (e.g. for

To search for an individual or entity to identify them as the source of an expenditure,

1. Select theEntity Type(Bank, Business, or Individual).
2. Enterintheenttyor ndi vi dual > s name.

3. Make sure to select th8earch All Campaigrsox to search data beyond the data your

committee has entered in CERS.

4. Select theSearchbutton to see if the entity or individual already exists in the system.

i. Ifthe correctinformations i n t he “Entity

Sear ch

Resul ts

the relevant entity, and hiSelect.You will then be redirected automatically to tReow

Detailsscreen.

i. fno “Entity Sear c CredieeNew Hntitye manealy ereea the,

information. You will be redirected to thRow Detailsscreen.

TheRow Detailgab is where users enter specific and identifying information almrhmittee

expenditures.

click

1. If the expenditure was not found in tHentity Searchenter in the information todentify the

expenditure entity (e.g. name, address)

2. Select the ®"Election Type” dropdown t

(Primary or General),

o

desi

3. The date of the expenditure is the date where payment was made. An expenditure must be

reported within the campaign finance report timeframe where the expense occurred.

4. The amount of the expenditure,

5. Check the box if the expenditure is a refund for a contribution that was over the contribution

limit,
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6. dDescription of ExpenseThe expense description must be detailed enough to distinguish a
single expense from other expenses.

f Paid communications must identify: 1) the
the materials and/or the dates the paid ma
matter. Seehis linkfor guidance on reporting paid communications.

1 Expenditures made to a consultant, advertising agency, polling firm, etc. must be
itemized and must be described in sufficient detail to disclose tleeifip services
performed (L3-37-229(vii)(b), MCH

T I'f more space is needed in the CaDPmscriptio
included (see box below for details).

7. Check the box if the expenditure is for @lectioneering communicatiarif the expendure is
for an electioneering communication, the below fields of 1) platform, 2) quantity, and 3) subject
matter must be filled out.
8. AllIndependent Expendituresust list the mme of the candidate(s) or issue(s) the expenditure
intended to benefit
9. Oncean expenditure’s det aiRbwDethilssecion, Beteetthe ent er ed i
Submitbutton, and then select the bluSavebutton.

TheSavebutton must be selected after every entrgr the CERS system may override that entry or
duplicate the entityfor each subsequent entry you make.

ADDENDACERS limits@escription of Expensand theSubject Matterfield
descriptions to a 15@haracter limit. If more detail is needed, include an addendu
To add an addendum,

1. Hrst, note in theDescription of Expenser Subject Matter"See addendum
brief item descriptioti (e.g. See addendum: Facebook ads 0436431/20).

2. Then, emaik copy of the addendum toppcompliance@mt.goand explain
that the addendumgoes with the report dateax/xx/xxxxxx/xx/xxxx.While
the COPP will make sure the addendum is saved with the report and eas
available for the public to find, addenda cannot be uploaded or entered
directly into CERS by the GOP

Note: Committees must record any monetary contributions they have made to candidates or
other committees as an expenditure on the financial report where the contribution was provig
Committees must be aware of the limitations on amounts ity may contributedirectlyto
candidateq13-37-216(2), MCA44.11226and 227, ARN).

For details on contribution limits, referentieis COPP webpage
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Requirements foSpecifiExpendtures

1. Expenditures from orporationsand/or union contributions:While corporations and unions

are allowed to make independent expenditures related to a candidate, they are prohibited from
making direct, irkind, or coordinated contributios to a candidatel 3-35-227, MCA Earmarked
contributions by a corporation or union to a person as a contribution designated for a
candiht e’ s campaign are also prohibited.

Corporations or unions who intend to makentributionsto a candidate may establish a fund
that consists only of funds solicited from roarporateor nortrunion sourcesl(3-35-227(3],

MCA). Political committees who receive funds from corporations or unions should be aware of
the prohibition on using these funds to make contributions to candidates, ahdwd only

use the funds for independent expenditures.

Often-Missed Expenditurres

1. Paidelectioncommunicatios must be reported as CAMPAIGN FINANCE LAW

an expenditure. This includes expenditures such 3
radio ad buys, social media ads (Facebook,
Instagram, Snapchat, etc.), Google ads, digital or
newspaper ads, yard signs, mailers, etc.

MONEY SPENT ON
SOCIAL MEDIA
MUST ALWAYS BE

4 \
Each paid communication expenditure must ’ '
discbse the: 1) platform, 2) quantities (the numbe ! DISCLUSED

of materials/ads and/or the dates the ad(s) ran,

CONNECT

WWW.POLITICALPRACTICES.COM/PAIDCOMMUNICATIONS

and the 3) subject matter of the ads.
For more information on reporting paid communications, referetige page

Gas and mileagmust be reported as an expenditure.

1 If apersonalvehicle is usefbr committee-related trave] the committee musteport
the use of the vehicle and fuel costsan expenditurébased orthe federal
reimbursement rate

1 If the committeeuses a rental car faommittee-related expenses, the cost of the
rental carand the cost of fuel must be reported as expenditures.

Consultant fee€penditures made to a consultant, advertising agency, polling firm, etc. must
be itemized and must be described in sufficient detaligclose the specific services performed
(13-37-229(vii)(b), MCA
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4. Vendor Fees (e.g. ActBlue, Revv, etc.)
Any vendor fees, pcessing fees, or other costs associated with a contribypi@tessing
vendor (e.g. PayPal, ActBlue, Revv, etc.) must be reported as an expenditure.

Example:a candidate uses PayPal as an intermediary for individuals to make contributions to
the campaig.

The campaign receives a $100.00 contribution from an individual via PayPal, and PayPal
assesses a processing fee of $2.00 on this transaction. The candidate would need to
report receiving $100.00 (the full amount of the contribution) from the individaa

well as an expenditure of $2.00 to PayPal for the processing fee.

If a vendor fee, processing fee, or other cost is applied to contributions received, the
following detail must be included to fully describe the expenditure:

1. Entity Name:The vendor nme (e.g. PayPal, ActBlugdc.),

2. ElectionThe election relevant to the contribution fees (primary or geneeadyl

3. Description of Expenseéfhe dates and total value of the contributions represented
by the fees. For ex amBbiacontfb®iGnSredeived Act Bl ue f
from10/2-1 0/ 15/ 20 . "

5. Other Types of Fees and Costs Associated with Contributions
1. Any vendor fee, processing fee, or other costs associated with contributions received
must be reported if the candidate or committee receiving a contribution is the entity
paying such a fee
2. If no fee is charged, the candidate or committee must simply report the contribution
amount theyreceived.
3. Similarly, if a fee is charged but the fisepaid for by the entity making the contribution,
the receiving entity would not report it as a&xpenditure.
a. Example: The United States Committee for Superhero Registration earmarks
i. $100.00 to donate to the Montana Committee for Superhero
Registration, dducts $5.00 as an administrative charge, and then
contributes the remaining
il. $95.00. Because the United States Committee for Superhero Registration
deducted the $5.00 administrative charge before making the contribution
to their Montanacounterparts, the Montana Committee would not need
to report it as an expenditure. Instead, they would only need to report the
$95.00 contribution received.
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Part5: AddDebts

All debtsor other monetaryobligationsowed by acommitteemust be reportedn the Debtstab.

The full name and complete mailing address of the individual or business to whom the debt isaowed,
detailed descriptiorof the debt or loan, the date incurred, and whether the obligation is for the

primary or the general electiomust ke reported If the exact amount of a debt or obligation is not

known, the estimated amount must be reporte¢¥(10.525(2), ARM

Contributions Expenditures Debts Payments Summary File Help

Debt/Loan Payments Help

Add a New Debt

Add #* Edic [u] Delete Page of 0 >l%» s

View Debt/Loan Payment History

~ Payment History

Entity Election Type Purpose of Debt Date Type Debt Amount

Balance Due

No records to view

To add in a debt or loan, select tBebt/Loan Paymentsultab, and click the purplédd button. Debt

and loan information can also leglited anddeletedin this subtab.

Add ¢ Edit u] Delete

Just like with adding in contributions and expenditures, committees also advised to uEatihe

Searchtab to streamine entering in debt and loan data.

TIP: Use the Entity Search tab to quickly add in and auto-populate details for entities that have already been entered
ndividuals, businesses, and committee entries)
u Entity Search
Entity Type | - Please Select - v Entity or Last Name
¥| Search All Campaigns First Name
Middle Initia

IEdu: Debts

n the CERS sys

tem (e.g. for

TheEntity Searchab gives users the option to aufpopulatea previously entere& nt i t vy

or

ndi

information. Ifthe entity has already been entered into CERS, this search option allows the information

to be pulled up and does not require a manual entry.
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To search for an individual or entity to identify them as the source of a loan or debt,

1. Select theEntity Type(Bank, Business, or Individual),
2. Ent oer in the entity or i ndividual s name,
3. Select theSearch All Campaigrisox to search data beyond the data yaammitteehas
entered in CERS, and
4. Select theSearchbutton to see if the entity or individual already exists in the system.
i Ifthecorrecti nf or mati on is in the “Entity Searct
next to the relevant entity, and hibelect.You will then be redirected automatically
to the Row Detailsscreen.
T Ifno " Entity Sear c CredeadNewHBntityp manaaly eneeiathie, c | i ¢ k
information. Once the information is entered, cliBkibmit The next screen
redirects to theRow Detailsscreen.

TheRow Detailgab is where users enter specific and identifying information about campaign debts
and loansTo enter a debt ordan, disclose:

1. The full name, entity type, and complete mailing address of the individual or business to
whom the debt is owed,

2. The election that the debt or loan serves,

The date the date was incurred/agreed to,

4. The debt or loan amount (If the exact aomi of a debt or obligation is not known, the
estimated amount must be reported4.10.525(2), ARN.

5. A detailed description of the debt or loan in tReirpose of Debsection (a dbét or loan
description must have the same level of detail as an expenditure description)

6. Once a new debt has been entered into fRew Detailssection, select th&ubmit
button, and then select the bluBavebutton.

w

TheSavebutton must be selected after every entrgr the CERS system may override that entry or
duplicate the entity for each subsequent entry you make.

Option to add an addendumCERS has a tBbaracter limit per line. If an expenditure requires more characters
addendum must be filed with the campai gnarficopgr@port e
searchfor public reference. To include an addendunaicampaign finance repofor a debt this information is
required:

1. First in CERS, note in thBUrpose of Deblt descri ption “See addendum"”
expenditure. For example, "See addendum, $150 Facebook ads."

2. Then, email cppcompliance@mt.gov

- Email subjectldentify that you aresending an addendum and the report it accompanies by identifying
dates the report covers.

- In the email, identify the line item the addendum links to. For example, "$150 Facebook expenditure
details.”

- Include the missing information either in the arthbody or as an attachment.
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Part6: AddPaymentgon Debts and Loans)

Contributions Expenditures Debrs Payments Summary File Help

Payments Help

Payments to any commie debt or loan are reported in tHeaymentstab. All outstanding loans and

debts will appear in this tab.

To select a |l oan or debt to make a paymaaht on,
Payment button to r epclkvwant@pop@eyjochent f or t he

Contributions Expenditures Debrts Payments Summary File Help
Payments Help

Entity ¢ Date Type Debt Amount Date Paid Paid Amount Balance Due

#)  Signs Unlimited 02/05/2020 Debt $1,200.00 $1,200.00
2920 D Billings Ave.,
Helena, MT 59601
Add Payment Page of 1 View1-1o0f1

Make a Payment on a Previous Debt

~ Payment History
Reporting Period From Reporting Period To Date Paid Paid Amount
Add ¢ Edit w Delete Page| 1 |of0| (> )\®) 5 Mo records to view

In the next screen,
1.Enter in the date of the loan or debt payment,

2.The amount paid,
3.dick Submit,
4.and thenclickSave

TheSavebutton must be selected after every entrgr the CERS system may override that entry or
duplicate the entity for each subsequent entry you make.
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Part7: Summarylab

TheSummarytab keeps a running total of money received and spent byctramittee during the

current reporting period.

Contributions Expenditures Debts Payments

Reports Summary Help

Cash Summary: Money Received and Spent

3. Expenditures - Total paid out this perio

summary

1. Cash in Bank - Balance from previous report

2. Receipts - Total Received and deposited this period

4. Cash in Bank - Ending Balance this report

File Hel

+

Subtotal

p

TheSummarytab keeps a running total of money received and spent by the committee during the
period.

current reporting

The

summary

det ai

reporting period, all reported contributions received by the committee, tatahmittee expenses,
and the ending bank balance for the primary and general election accounts.

{1 Cash irBankis the ending balance of the previous repdttig will be$0 for the initial
report). Please note that the beginning balance (cash in bank) irchldandsthe
committeereported as having received on previous finance repahis includes both

contributions and loans

1 Receiptsepresent all contributions received during the curreaporting period These
areadded tothe Cash in Bankalance ad reflected in theSubtotalamount
1 Expendituresrepresent all expenditures made by themmitteeduring the current
reporting period, and arsubtracted from theSubtotal
1 The difference between th8ubtotaland current reporting perioExpendituress show in
the Cash in Bank Ending BalanceThis balance should correspond with temmitte€ s
accounts as of the closing date of the reporting period; that is, the fifth day before the

report is due.
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Part8: File a Campaign Finance Report

Select theFiletab to file acampaign financeeport.

Contributions Expenditures Debrts Payments Summary File Help
Certify and File | Help

Check this box to display the name and address of contributors who have contributed Receive and File Date  01/17
less than $35

Check this box ONLY if this is the candidate's closing report. NOTE: A closing report

should be filed onby when all debts and obligations are settled and no further financial
activity will occur in the candidate's campaign (MCA 13-37-228(3)).

| certify the foregoing report of campaign finances is true, complete and correct to the best of my knowledge, in accordance with Montana Code Annotated Title 13, Chapter 37

Tofle check the box to certify that all/l informati o
button.

If a campaign finance report needs to be amended later, this is possible by going back to the
committeed as hboard, selecting the specific report, an
button.

Filing options:

A 5AaLX e O2y i N O dzi 2 Miit Contybuted S 835TgmRiittdedBNS &3 a4 Sa
select this option if they prefer that their finance report shows every individual
contribution of less than $35 received. If the option is not selected, CERS automatically
aggregates those contributions and includbsr as one mass contribution on the public
view version of the report.

A Closing ReportSelect the second ba@NL Yif this is your closing report. A closing report
should ONLY be filed when a committee’s debt
activity will occur £3-37-228(3), MCRA

A Certification: Select the third box to certify that the information the report is true,
complete,and correct to the best of your knowledge. Then, diektify and File
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https://leg.mt.gov/bills/mca/title_0130/chapter_0370/part_0020/section_0280/0130-0370-0020-0280.html

Part 9: Campaign Finance Report Review Process

TheCOPP reviews all campaign finance reports and sendsothenitteean Inspection Report

An Inspection Report is a COPP insipacdthat occurs each time @mmitteefiles a campaign finance

report leading up to an election. The Inspection Report notes all changm®mittee must make to

each campaign finance report in order to comply with Montana law. A CFR Inspection Repmoywill
detail one specific financi al repor tClickinehddb c h  wi | |
see a sample Inspection Report.

AnExamoccurs after an election and serves as a final and cumulative inspection of all financial reports
filed by a committee (3-37-123, MCA. All campaign finance reports are included in #eam and

the COPP alerts the committee to all outstanding items or issues that must be addressed by the
committee.

The COPP is available to assist committees in correcting or addressing all items nlo¢e@ iRt
Compliance report. However, it is the responsibility of the committee to ensure all reporting
requirements have been met.

With everylnspection Reporand theExam the committeemust amend the specific campaign
finance report where issues are noted

- A campaign finance report can be amended by navigating back tothenitteedashboard
and selecting the bluEinance Reportbutton.

- Then, select the relevant campaign finance re@ortl selectUpdate or Amend Report.

- Update information as necessary.

- Save changes.

- Finally, refile the campaign finance repoftRead mor e about the COPP’' s
and Exam procesgere).
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https://politicalpractices.mt.gov/Portals/144/2018%20Communication%20assets/PDFs%20for%20website/Sample%20Inspection%20Report.pdf?ver=2019-01-07-165351-573
https://leg.mt.gov/bills/mca/title_0130/chapter_0370/part_0010/section_0230/0130-0370-0010-0230.html
http://politicalpractices.mt.gov/Education-and-Resources/Inspection-and-Exam-Process

Part 10:Filing a Closing Report

All committees must file alosing report when all debts and obligations are satisfied and no
further committee activity is anticipated.Acommittee must continue to file-@ or G6 reports

until a closing report is filegshould a committee anticipate future activity and wish to stay open
at the conclusion of a given election, remember that future financial reports will be required.

A closig report is simply a final-€or G6 that is filed as a closing report. To file a report as a
closing report, simply check tteecondbox on the File tab (see below image), certify the
information is true, complete, and correct, and file the report.

&

Contributions Expenditures Debts Payments Summary File Help
Certify and File | Help

Check this bex to display the name and address of contributors Receive and File Date | Received Q
who have contributed less than $35.

Check this box OMLY if this is the candidate's closing report. NOTE:
A closing report should be filed only when all debts and obligations are
settled and no further financial activity will occur in the candidate's
campaign (MCA 13-37-228(3)).

| certify the foregoing report of campaign finances is true, complete and correct to the best of my knowledge, in accordance with Montana
Code Annotated Title 13, Chapter 37.

@ Certify and File
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Part 11:Frequently Asked Questions and Tips to Using CERS

1. | forgot my ePass login information or | cannot access CERS with my new ePass account.
How do | regain access to my CERS profile?

First, it’s important to know that ePass is a
the COPP but is used as a portal to access a variety of statewide resources. While users must use
ePass to log into their CERS profile, the two systems dezatif. Whereas CERS is administered

directly by the COPP, ePass is not.

I f you have trouble accessing your ePass accou
or password, you can reset the username or password through ePassliteelEOPP cannho

assist you with resetting an ePass account username or password or retrieving an existing

username or password you have forgotten.

To reset an ePass username or password, navigate to P | Home » ePass Mortr el
ePass page, selelcbgin and then select th&orgot your
usernane or passwordprompt. The next screen gives
you the option to reset both your username and your
password or retrieve the existing username or passwor(
hint for your profile. If you need further assistance, call 7
the State of Mont a06p449846® n lat (4
If the username or password is changed for the ePass
account you used to create the CERS profile, that accol —
should still provide access to CERS. el

ePass Montana provides access 1o all authorized eGovermnment services|

If you or someone connected to yocommitteecreates a
new ePass profile, with a unique username and password,

this new ePass account WD Tprovide instant access to your previous CERS profile. This
account access can be connected to a new ePass account by typinghicctss 10n the
Access I@ab.

TheAccess I0s a unique code generated by the CERS system (and emailed) after a candidate or
committee files in CERS. TAecess IDinks the CERS profile with the ePass account. Entering

the Access IDvill prompt you to refile the Statement of @hdidate/Committee, successful filing

of which will tie your CERS profile to the ePass account you used to log into the system, and
ensures that any data or information you have entered in CERS (registration, financial reports,
etc.) is available each timmu log in using that specific ePass acco®tgase note that a

maximum of one (1) unique ePass account may be tied to a CERS profile at any time.

If you do not have théccess IDor a CERS profile, or you are trying to access CERS via an ePass
accountbeyond the singléccess Ialready tied to the CERS profile, the COPP may be able to
assist you. To do this, contact the COPP by emaitipgelp@mt.goor

cppcompliance@mtjoy, ask foryour Access IDand briefly explain the nature of your
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relationship with the campaign/committee whose CERS profile you wish to access. Upon
verification, the COPP will work with you to update y8igcess 1D

Once you receive an updatétcess IDlog into CERS via ePass and enterAlcaess I[as

described aboveOnce theAccess IDor a certain CERS profile is reset by the COPP, any ePass
accounts that previously had access to that profile no longer will have access. Keep that in mind
before a request to reset thccess Is made, as other individuals who had access to the CERS
profile before would no longer have access without using your newly created ePass account or
entering the newAccess IBhemselves.

Please note that the COP&serves the right to deny an Access ID reset request depending on
the circumstances, timing, or nature of the request.

2. When does campaign finance data in Ci#e8me public?

Data entered into CERS is not public until a campaign finance report igfilsdneans that a
committeecan enter in financial data the moment a transaction occurs. The COPP strongly
advisescommittees to be proactive in entering campaign finance data. There is always a five
day window between a period a report covers (e.g. Ma6tpril 15) and when the report is
due (e.g. April 20). It is not advised tmmmittees to wait until the last moment to enter a
campaign finance report’'s dat a.

3. How do I include an addendum for a campaign finance transaction?

CERSoftwarelimits eachfield entry to 150 characterslf, for example you havean expenditure
for anad,andall the requiredad disclosuredetailscannotfit in the "Descriptionof Expensé
line, you canincludean addendumin your campaigrfinancereport to includethe required
details.(Anaddendumis the samething asan attachment.It canalsoreferenceseveraline

item detailsfrom a campaigrfinancereport. Theaddendummustidentify the specificline item
[e.g.expenditure]it references.)

Toincludean addendumin your campaigrfinancereport, this informationis required:

1. First,note in the " Descriptionof Expensé field in CERSSeeaddendum™andinclude
abrief descriptionof the expenditure.Forexample,'Seeaddendum $150Faceboolads"

2.Then,email cppcompliance@mt.qgov
1 Emailsubject: Identify that you are sendingan addendumandthe G4 or G6
report it accompaniedy identifyingthe datesthe report covers.
1 Inthe email,identify the line item the addendumlinksto. Forexample,"$150
Faceboolexpendituredetails”
1 Includethe missinginformation either in the email body or asan attachment.

3. TheCOPRvill uploadthe addendum'snformationto the CER&ardcopydatabase
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Part 12:Campaign Finance Resources

It is aCOPRriority that campaign finance be an accessible subject for votarsjidates, committees,
lobbyists, and all Montanangor more details on campaign finance requirementsctanmitteesand
treasurers, eaclcommitteeand treasurer should familiarizBemselves with thisAccounting and
reporting Manual foPolitical Committees

This list has links to all the webpages thiglg referenced:

I Campaign Finance Laws

Committee Campaign Finance Forms

How to Report a Paid Communication

Attribution (Paid for By) Information

Committee Reporting Calendar

Contribution Limits

The COPP’'s I nspection and Exam Process

=A =4 -4 —a -8 -9

Committeesand treasurers should contact the COPP office when assistance is n¥é¢eeae
available to support alommitteesand treasurers!

- Phone:(406) 4442942

- Office: 1209 8th Avenue, Helena, MT

- General Emailcpphelp@mt.gov

- Compliance Emaitppcompliance@mt.gov
- Fax:406-444-1643

E @MontanaCOPP

w@MontanaCOPP
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